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Civilian Personnel
CONDUCT AND DISCIPLINE

Issue of supplements to t ~ is regulation by subordinate

commanders is prohibited nless approved by the Commander,

U.S. Army Medical Departm nt Center and School and Fort SamHouston. 
I

1. 

PURPOSE. This regulation establishes general civilian
personnel policies, requirements, and procedures governing the
conduct of employees and disci~linary actions.

2. APPLICABILITY. This regUl ttion applies to all Department of
the Army Appropriated Fund civ lian employees who have completed
probationary or trial periods and who are assigned to
organizations serviced by the iiVilian Personnel Advisory Center
(CPAC). Employees serving on emporary appointment are excluded
from coverage of this regulati n. In case of conflict with the
provisions of a negotiated lab r agreement, the terms of the
agreement will prevail. !

3.

REFERENCES.

AR 690-700, Personnel *elations and Servicesa.

b. Appendix A, revised copy of Table 1-1, chapter 751,
AR 690-700, Table of Penaltieslfor Various Offenses.

from

4. GENERAL.

a. The bro,ad objective Of t diSciPline is to prevent

prohibited activities and to m tivate employees to conform to

acceptable standards of conduc .

b. Disciplinary actions f tll into two categories:
"Informal" (oral admonishments and written warnings) and "Formal"
(letters of reprimand, suspens'ons, and removals). Similarly,
employee conduct requiring dis iplinary action also falls into

*This regulaticn supersedes FS~ Reg 690-26, 20 Aug 85.
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two categories: "Behavioral Offenses" for which the application
of progressive iiscipline aimed at correcting the behavior is
appropriate, ani offenses related to the "Violation of Laws or
Regulations" for- which punitive sanctions are required.

c. Disciplinary action will be taken for the purpose of
either correcti:lg offending employee behavior or problem
situations, or for the purpose of imposing punishment necessary
to maintain dis~ipline and mor~le among other employees.

d. Delay w~akens the relationship between any offending
behavior and di3cipline; therefore, discipline will be initiated
as soon as possible under the qircumstances.

e. Actions will not be brought against employees because of
age, sex, physi,::al handicap, race, color, lawful political
affiliation, na:ional origin, marital status, religion,
membership in a:1Y lawful organ~zation, or in reprisal for
exercise of a p:rotected right. I

f. Supervi;30rs should always assure that internal standing
operating proce'lures and other instructions regarding conduct ,are
circulated (at least annually) with the requirement that
employees read, date, and initial, to signify their awareness and
understanding oE management's expectations.

g. It is t:.1e policy of the Department of the Army that any
civilian employ'~e found to have engaged in theft, fraud, or other
intentionally dLshonest conduct against the Army will be
considered for :~emoval from the Federal Service. However, each
case will need ':0 be reviewed ~n its entirety to determine the
most appropriat.~ penalty. I

5.

PROCEDURES.

a. Informa:L Actions. These actions are considered
"informal" becallse they are not made a matter of record in the
employee's Offil:ial Personnel i Older (OPF) and do not involve

higher level maJ1agement offici Is within the organization.

Informal action:3 are appropria e for situations of a minor nature
involving unacc'~ptable behavio .

(1) Or;il Admonishment,.1 Admonishments will take place inprivate. 
The elnployee will be advised of the specific infraction

or breach of COJ.1duct, when and jWhere it occurred, and that a
future violatioJ.1 may result in formal disciplinary action. The
Supervisory Employee Brief or ther document that the supervisor
uses to record ':he employee's service, accomplishments, training,
etc., may also ::)e used to document the admonishment. The
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employee should initial the do~umentation signifying his
knowledge of th= entry. j

(2) Us: of Leave Directive. In the case of excessive
use/abuse of le~ve, employees may be issued a written directive
that imposes tenporary restraints or conditions.

b. Formal .~ctions. These actions all have strict technical
and legal requir-ements, and employees receiving them have
specific rights. Procedural or regulatory violations not only
cause actions t,=> be overturned by review bodies, and waste
valuable resour~es, but they also have a high potential for
causing embarra3sment to the Commander and/or Department of theArmy. 

Therefor,=., all disciplinary actions prior to inception
will be coordin,~ted with a servicing Personnel Management
Specialist (PMS~. Procedures are outlined in paragraph 5d(2).
This will ensur,=. that applicable regulations, legal requirements,
and established procedures, pa~ticularly with regard to time
frames, are adh,=.red to. i

I

(1) WrLtten Reprimand.! This is used when more stringent
action is requi:red. Written reprimands are placed in the
employee's OPF Eor a specified period (not more than 3 years), or
until employee 11eparts from the rolls to an installation or
agency not servLced by the Fort Sam Houston CPAC.

(2) Su,;pension. This is a temporary nonpay status and
absence from du':y. A permanent record, Standard Form (SF) SO-B
Notification of Personnel Action, is placed in the employee'sOPF.

(3) Relnoval. This is the federal term for "firing."
permanent recorll, SF SO-B, Notj)fication of Personnel Action,
placed in the elnployee' s OPF. I

A

is

c. Unaccep":able Performance. When an employee fails to meet
one or more perEormance objectives or expectations, immediate
corrective actil)n is required. The provisions of chapter 4302,
AR 690-400, rat:.1er than this regulation apply, and the servicing
PMS should be cl)ntacted for advice and assistance.

d.

Determi:ling Appropriate Penalties.

(1) Fo:rmal disciplinary actions must be defensible in
relation to the offense and to prior practice within theorganization.

(2) ApJ;Jendix A contains the Table of Penalties for
Various Offense;3 that the Army views as reasonable for particularoffenses. 

Supervisors ~ use this table in selecting a penalty

3
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within the rang: provided for a particular offense. If an
offense is not listed, the PMS should be consulted for assistance
in determining ~ reasonable range of penalties through comparison
with those provided. In rare instances, the circumstances of an
offense may war~ant penalty outside the range provided; however,
this must be fully documented in the proposing official'srequest.

(3) In selecting an appropriate penalty, the supervisor
must distinguis,:l between misconduct, for which progressive
discipline aime':l at correcting behavior is warranted, and
misconduct for '~hich punitive discipline is warranted. In
general, progre3sive discipline requires the least stringent
penalty thought necessary to get the employee's attention and to
motivate improv,=d behavior. Punitive discipline requires the
strongest penal:y warranted to preclude repeated acts of
misconduct by t::le employee and to deter such misconduct byothers.

(4) A ]?rior offense of anv tYQe forms a basis for
proposing the nt3xt higher sanction. Thus, an employee who
previously receLved a first offense penalty for insubordination,
and who now is ,::harged with fi~hting, would receive the second
offense penalty for fighting. :

e. Prior tc) initiating formal disciplinary action, the
supervisor may ciecide to discuss the incident with the employee.
Union represent.ition must be allowed upon request, ifappropriate. 

IE it is determined that discipline is notwarranted, 
the matter will be closed and the employee advised.

If discipline i:3 to be initiated, a Memorandum for Record of the
meeting should ])e prepared by the supervisor.

f. After r,~viewing the facts of the case, the immediate
(first-line) su])ervisor ~ wish to discuss the matter with a
higher level maJlagement official and the servicing PMS. This
will serve to c:Larify policy, unresolved issues, or pastpractice, 

and wLll help to ensure continuity between line andstaff. 
At this step, formal written communications areinappropriate.

g. If the (iiscipline is to be initiated, the proposing
official (generiilly the immediate supervisor), and the deciding
official (gener.illy the second level supervisor), will coordinate
their actions wLth a PMS in the servicing CPAC. In coordination
with the Labor '::ounselor, the PMS will advise both the proposing
and deciding ofEicials of their appropriate roles, of procedural
and legal requi:rements and, when indicated, of applicable case
law.

4
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